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INSTRUCTIOR SHEET FOR OPTICHAL FORM 10

Memorandum
TO ! Type the Adiressee’s Title Here DATE: Use Military Date
in Initial Caps Style
{Omit the date vhenover the
FROM @ Type the Signer's Title Here dictator is not the signer.)

in Initia) Caps

SUBJECT: Type the Sublect Titls Hare
in Initinl Caps

L aspaces

. OnthaOptimlemthemrginisuttvmmatotha
m«mmmmmgmmmnmnw-
mately 12 and the right margin at 84. Rumber the paragrephs if there
is more then one and inisnt five spaces for each paragraph. When the

2. Carbon copies ave prepared as follows:

el her
8y

- Information Copy

8igner's Copy
A clhronological fils copy, ifhpthwmofﬁce, is £iled YWy date.

3. mumim@gvmmmmmmasm

also tha mmm%%mmmmimrmmuau.
This information is always t on the signer's copy and the official

COPY -
S spaces
Signer's Neme at 50
(Initial caps optional)
Aﬁcj.x
(Type & brier description of the )
attachment omn criginal and coples

Distribution:

mi - Bigm:?:eeg;{'ag}att
1 - Official copy (w/att

0FC/DIV/BR/SECT: Dictatar:typist/extension (date of dictation)
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PROBLEM T
Before typing, adjust the margine on your typewriier us needed.

TO: Chief, FPlacement Division
Office of Personnel

FROM : {hief, Recruitment Division
Office of Personnel

SUBJECT: Interagency Correspondence Standexds

1. This Agency is contributing suggestions for the development
of interagency correspondence standards im cooperation with the
General Services Administration.

2. The attached list summarizes the correspondence procedurss
used and the problams encountered in the Reerultment Division.

: CIA-RDP?4-006&3R000200140003-5

DICTATOR ¢ B Chicf, Clerica) Staffing Branch,
Recruitment Division, Office of Personnel, ext. 2524.

B c11c you to prepare the official copy
and a courtesy copy. She tells you that you may show
the distribution and the identifying line oa both.

SIGNER: prefaers his name t0 be

t; in tial caps.

CLASSIFICATION: CONFIDENTIAL

25X1A9%9a

25X1A9%9a

25X1A9%9a

Which ones of the following carbon copies are needed for this problem?

COURTESY COFY: Send to addressee; use vhite Lelterex.

TRNFORMATION COPY: Sand to interested CIA official; use white Letterex.

SIGNER'S COPY: Prepars when dictator is not signer; use white
Latteres.

QFFICIAL COPY: Prepare for Subject-Numeric file; use yellow
latterex.

BN

DISTRIBUTION: Under the Distribution, the typist records the wumber of copies
made and accounts for the dissemination of &1] the typed materia’

TDERTIFYING LINE: The identifying !ine ALWAYS refers to the dictator: It shows
the echelon at which he works, his name, his typist's Initlels, his extension,

__and the date he dictated the ssteris’

D o o e e
Approved For Release 1999/09/07 : CIA-RDP74-00005R000200140003-5
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Before typing, adjust the margins on your typeuriter a5 needad.
MEORANDUM POR: Deputy Director for Support:

SUBJECT 3 Extension of Military Cfficers® Hormal
Tour of Duty

1. The Central Imtelligesnce Agency has entered into an
wﬂwmmmmmdmfemmm
effect that tiree years will be considerad a normel tour of
duty for military persomnel essigned to this Agensy. A copy
of the egreement is enclosed.

2. Mv&imimlﬂmu@cmimdwmw
thrumsviubefmdedtothemwmdMnml
through the Mobilization and Militery Persoanel Divigion.

25X1A9%a
DICTATOR: B c:iof, Placenent Division,
office of Personnsl, ext. 6693

B i35 you to cend an infarmetion eopy to
the Director of Security; you may show this copy on
the ariginal. In addition, you are %o prepere the
official and the ehronological file coples. Use
green lstierex for the chromological eopy.

25X1A9%9a

SIGRER: Bumett D. Echols, Director of Fersonnel
CIASSIFICATIOR: COWIDEINEIAL

Mehdmtommcmmmmm&@fwmawobmﬁ

COURTESY COPY: Semd to addressee; use whlte Ilstierex.

INPORMATION COPY:Send to interested CIA officiui; use
vhite letterox.

SIGNER®'S COPY¥s Prepsre vhan dictator is not signer;
use wvhite letterex.

OFFICIAL COPY: Prepare for Subject-Iumeris file; use
yellow Letterex.

CHROWOLOGICAL COPYs
File by date; use any color letierex.

<A

CAUTIOR: Do not type the dlstribution and idestifying line on tho
criginsl or on the courtesy end informabion eoples.




Approved For Rele?

FRGBLEM 1II
Before typing, adjust the margins on youwr typswriter as needed.
NEMORANDUM FOR: Deputy Director for Intelligence
SUBJECT: Special Assigmment for Three Professionsl
Employecs

three professicnal

is to confirm the status of the
in this
axd Jane Dos can be assigned immedistely.

;
it

;
%
5
é
i

DICTATOR : Bamett D. Eehols, Director of Persommel (D/Pers).
Ris extension is 6825.

Nr. Echols instructs you to prepare an official
eopy.

SIGNRERS Robert L. Bannerman, Dsputy Director for Support
CIASSIFICATION: COMFIDEMTIAL

Which of the folicwing carbon copies are needed for this problam!?

COURTESY COFYs Send to addressee; use white Lsotterex.

INFORMATION COPY: Send to interested CIA official; use
white letterex.

SIGHER’S COPY: Prepare when dictator is not signer;
use white letterex.

OFFICIAL COPY: Prepare for Subject-Mumeric file; use
yoliow Letterex.

s

CAUTION: Do aot type the distridution and identifving line on the
originel or on the cowrtesy and information copies.

Approved For Release 1999/09/07 : CIA-RDP74-00005R000200140003-5
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13 spaces

~

(Omit the date vhenswver the
dictator is not the signer.)

Date of Signing

MENORANDIM FOR: Type the Addressee’s Title Here

copy may
b,

in Initisl Caps

Type the Subject Title Here
in Initial Cepe

Agk if the title of the recipient of an information
be typed on the original.

The Distridbution and the Identifying line shall not

appear on those copies sddressed to the seven top officiels
or to information addressees. B

9 spaces

(50) Signer‘s Neme in Initial Cape
Signer’s Pitle Csnterad in Initisl Caps

ez: Title of Informetion Addressee
typed here
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